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APPLICATION FOR RECORDS RETENTION SCHEDULE D T e e AND PISTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on compieting this form. Forward signed original to
Department of Archives and Higtory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Schedullng Sectlop . fj“ 7 /12 0 203 o
FOR AG__ENCY USE 1. Agency Address . ' FOB RECORDS MANAGEMENT USE
Application Date OEORGIA RLil ESTATE COMMISSION - Rpplication Nurmber
_ 40 PRYOR STRELT, SJ - 2nd FLOU.:.{ : ? 0’ - O Q\o o]
Application Number _ . ATLANTA s GA _ ' Date Received Da”te AC;miletoed Tgag
o o loee 2twer | TAT 2D IO0Y
2. Person to Contact Workmg Title Telephone Number ™ \
Alice Black ' Spec1a1 - Projects Coordlnator 656 3916 i
3. Action ﬁequened -
a. B Establish Retention Schedule; record will continue to accumulate.
b. [J Dispose of present accumulation; no further accumulation anticipated.
c. O Amend Application No. 3 . _Check One: [J Change; [ Supercede; O Void
4, Dates of ries 5. Records Series Title (followed by title used in office, if different)
Earli st,‘l; Latest _
IQISITQ Date Approved Applications for Licensing Registration (Brokers/Salespersons)
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Real Estate Commission regulates the issuance and reissuance of licenses to real estate
brokers, assoCiate broxers, and salespersons, additionally establishing rules and regulatioas
relating to the professional conduct of the real estate profession in Georgia. It accepts
complaints, reviews misconduct, investigates alleged violations of State law or Commission
regulations, and takes disciplinary action against a variety of improper precedures or unfair
trade practices. In addition to reporting violations to the Attorney Ceneral for action to
enjoin such practices, the Commission, after proper hearing, may censure a licensee, or
suspend, revoke, or refuse to renew a license to practice.

7. Recdutgj Senes Description This file contalns the following documents finclude form numbers arid trtles :f any)
Attach samples of the file. _‘

Documents relating to: ) , ) X . )
9 Applying for Brokers or Salespersons license or registration in the State

of Jeorgia subject to evaluation and approval by Board.

Included are: . . .
- Licensee Application Forms:

-Name, address, date of birth and other personal data .
~Documentation of educational background (may include offical transcript) #
-Experience and training record s
~Veterans information
-Test results )
-Evidence of previous conviction or disciplinary actlons ///
! -Wall certificate and pocket card )

- e

e

‘File is arranged: SIS
RN By license number -

B, Monthly Reference Rate " “How often aré records referred to which are: B S

One to six months old _,___10____, Seven to twelve months old _,;SﬁTn, Thirteen to twenty-four months old ___A____.;

twen__y_flve months and older ___9_-__.

9. Annual Rate of Accumulation of Records _ | N |
Letter size drawers 15 Legal size drawers —  ;Shelves _ o Other {specify)

b

AR_50-71; Rev,76
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e _— —




‘| ] ‘ g . Fa Lkl LG uul.blm WY WE AT SRl o . |
X If not, where is it? . - S _
X b. Does the series contain confldenttal information requiring security handling? If yes, cite law or requlation.
E 2l Contains personal information such as education . - ——
X | c. Isthisavital record? __ L ]
X | d. Does this series have hlstopcal or Iormerm research value? e 5
e. When one or two documents in the file make it necessary to keep the entlre file for a long period, could these
X | . documents be scheduled separately? L
X f. Is the information contained in this series. eVer putlllsbed_L H _ye,uattach copy. { '
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X | __ |  Ifyes attach copy. Commission Report, Annual Report, Newsletters,.Certifications .
el h Is there a duplication of this series in your office, or in another office or agency?
| . 1 X If yes, where? — — B
7| X_|_i._1s this series for a major portion of it) regularly. mmmiﬂmed? oy ]
X i Does the record series result in a computer printout? . (Pertinent Data EXtPaCteﬂ)Qee Attaghmenjz
11. Retention Requirements The following requires the series to be kept - _
a. State Law Not specified years, d. Audit period - 7 . __years.
b. Statute of limitation e ._..___Yyears. e. Administrative need 15 _ __years.

c. Federal law - _'f . _._.years. f. Federal rétention instructions _ _years.’

¥
+

. -

Attach copy or excert of laws or regulations, Explain administrative need.
0CGA 43-40-7 - Outlines qualifications for licensing

Administrative Need: To respond to inquiries and legal actlons regarding validity of
applications and licensing.

12. Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each:

K Calendar Year: [1 Fiscal Year: [0 Other : then,
@ Hold in the current files area month{s) __ 1 _ vyearls); then
O Transfer to local holding area; hold ___ .. ... . __year(s); then
@ Transfer to State Records Center hold ___ 15  vyear(s); then
@ Destroy.

O Transfer to State Archives for permanent retention.
O Other (Specify)

These instructions apply to&fm future accumulations of the series.

OR7e/7 |
_Qgenz HeadlDesugnee (S:énawre} . ___Date Records Managemgnt Officer (Sigr?ture) Date

o Btack | 3/5/7 | /7

8? -020 Date
Recommendations in para- ‘ . _
graph 12 are approved. State Auditor/Designee s fﬁ
(If disapproved, attach letter ) T : .
of explanation.) Secretary of State/Designee 51# %

' ' Bovernor S'I/ ]
f—Attorrey-Genarat/Designee 10 /f A

AR—50—71; Rev. 76 N {Reversa 5ide)




